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I UBJwCTj Control Processing o f Travelers 


1. PkOBish. T ha jproblm approached I y this report is the elimination of 
duplication of effort between the Central Processing Branch. Personnel 

Personnel Office, and the Passenger Movement Branch, 
Ion, Logistics Office. 


2. FACTS BAAftlAG Oh TBt FHOfiedH. Keatings were held in the office of the 
*15 A «n 1$ April and 3 Jena 1953, at which da terminations were reached 
ee lndleatedbyAtWchments A and P, v emoranduma for the accord prepared 

by ^^■■1 Special Aasiatant to tha It/*. 25X1 A9a 

Following theaa wee tings, representatives of the Personnel Office and 
Logistics Office agreed to establish a eewnittee to work out the details 
of tha decisions indieatad hr Attachments A and R. This committee pre- 
pared e proposed distribution of duties and reap one 1 bill ti as for tha 
processing of travelers. Attachment C. 

3. DISCUSS If 8 km CONCLUSIONS . 


a. In general, Attaohnant C providaa that the work of processing travslers, 
for both oversee# and domestic travel, should be done by CPF. It also 
provides that the 10 has staff and technical responsibility for trans- 
portation natters, and that the wore technical aspects of processing 
travelers, and) as handling personal offsets ( unaccompanied baggage, 
household goods, automobiles; should remain in PMB. 

b. In order to accomplish this, authority to secure transportation should 
be delegated to tha Ai/Personnel which he may redelegate as necessary. 

A proposed delegation of Authority, Attachment l, has been prepared. 

X1A 


d. Attachment C, paragraph U, pro vide# for tenta tive tables of organisa- 

tion for (PI* and FW totalling Slnse CPB has been 25X9 

planning a review of lta entire T/o, it is believed that the eatab- 
liehnent of detailed T/o'e for tha travel processing function should 
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be made the subject of « separate study with the understanding that 
the number of positions will not exceed the totals eh own for each 



CPF travel Section end 


as ladles ted In Attachment C, paragraph 6, Implementation of thla 
proposal depends upon the availability of space. Subject to prompt 
submission to Central Services of Fereonmal Office requirements ee 
to partitions, telephono and other service facilities for CPB, the 
epees may be available ty 31 July 1953 • 


!». KECGMtfellDATlOMB. It is reoowmended that: 


e. Attachment C, Proposed MetribuUon of lutiec and Responsibilities 
for the Processing of Travelers, be approved. 

b. Attachment r, relegation of Authority to the a! /P ersonnel, be 
approved by the Chief of logistics. 

e. Attachment E, Proposed change la Regulation ^^^Hparagraph 7f(U), 25X1 A 
be approved. 

d. The Personnel Office and Logistics office, in cooperation with u# 

f arvlee, reeoamend as promptly as possible detailed T/o's to conform 
to the requirements of the work as provided herein. 

e. The implementation of this proposal be made effective with the 
availability of additional spec# for CPF. 

f. The om Service be directed to esslst the CPB and PK8 in the imple- 
mentation of the procedural changes contemplated ty Attachment C. 


(s) 

W. L. PEEL 

Pimagement Officer 


I have signed attached delegation 

■ of authority in compliance with the directive of the ADDA. Although 
Concurrences* I do not concur with the organization herein proposed, because I am 
of the opinion that it violates the principles of centralized 
administration, this Office will render all possible assistance to 


(s) James A. Garrison 


2gL*azJgS3 

! ate 


make the plan work. 


(s) George E. Meloon 
for 

Tsmmtn 


19 June 19 53 
lute 


(s) Howard J. Preston 
for 

~-mmy Tzmmrmwmr 


19 June 19 93 
’’’""TaC* 


Distribution* 

l^Jf. Lor. «»• Dir. 

L-Cf. Gan Bros. 


l-Ccs*ptroller 





APlitov&ht Scbjmert to mxcepticas stated on 

shovfc. 
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Approval by tea Acting Daouty tractor t Adaiinia tr«t ion) of the ^rgaaiaatlai 
and Methoda Survay Kapert, dated 22 July 1953, -Central F'wxsaaaiag of Trawtera* 
aubjact to tea following aseop lions 


Paragraphs 3»b« *«d U*b# art aaended to prwtda teat authority to aaoura 
transportation ba dal agat ad to tea Qd*f, Cantral 'Voceaeing Branch and tea 
Chiaf t trawl SacUon, Central Procaaaing Branch, in liau of to tea Aaalatant 
fiiraetor (Pwraoanal), 

i V 

1 *. K, V MITE 

Acting B apu t y Biraotor 
( *d«iniiEtr« ticn) 

JtH 2 S Hbj 
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9i30 a.m. , 15 April 19 $ 3 


Colonel White's Office 25X1 A9a 


25X1 A9a 


olonel White, and Messrs. Heloon, Garrison, HHH{ 

( Deputy Chief, ^ran sportatR r^ivlsion) , Saunders, Peel, 

iOm ixasdnar), sod 25X1 A9a 


Functions of the Central Processing Branch, Personnel Office, and 
the Passenger Movement Branch, Logistics Office 


1. A meeting eas called to discuss the functions of the Central Processing 
Branch, Personnel Office, and the Passenger Movement Branch, Logistics Office, 
in relation to the over-all problem of developing the most effective eethods 
for facilitating oversees travel by Agency personnel and their dependent®. 
Colonel White opened the discussion with a review of the operations currently 
performed in connection with the processing of overseas travel. Be made the 
' observation that based on his own survey of the Central Processing Branch 
it appeared that the Branch Chief was a conscientious and competent person 
who was striving to carry on the operations with maximum convenience to over- 
seas travelers. Colonel White spoke at some length about the principles which 
he felt should govern is organising and staffing the function of preparing and 
assisting Agency personnel for traveling overseas) • 

a. Certain functions now perforated by the Passenger Movement Branch 
should be transferred to the Travel Section of toe Central Processing 
Branch in order to accomplish more ef fee lent operation and to eliminate 
the basis for some current confusion* Specifically, such activities as 
contacting carriers and picking up tickets should be carried on inci- 
dentally with the function of planning itineraries. Presently, itin- 
eraries planned by the Central Processing Branch cann ot always be carried 
out by the Pass eager Movement Branch in its negotiations with carriers. 
Joining all of these operations under the direction of the Central 
Processing Branch will do away with the confusion created by the present 
arrangements. 

b. Tn order to provide unified direction in toe performance of the 
processes involved in assisting the overseas travelers and their de- 
pendents, toe Central Processing Branch should be charged with the 
responsibility for all of these operations. The Central Processing 
Branch should be equipped with a table of organization which reflects 


SECRET 

Security Information 


Approved For Release 2001/07/12 : CIA-RDP57-00042A0001 00030009-7 


Approved For Release 2001/07/12 ?£yil?P57-00042tt0TK)100030009-7 

Security Information 


this OTW-tll res pone i hi lity . however, the Chief of Logistics shoule be 
responsible for furnishing technically competent personnel to staff those 
positions which sake up the table of organisation of the T ravel Section of 
the Central Processing French. In all likelihood, these employees should 
have a Logistics Office earner designation and be under the jurisdiction of 
tha Career Service Foard established for the uogistlcs Office, As vacancies 
develop in the Travel Section, the Chief of the Central Processing Branch 
should receive nominations frees the Logistics Office for filling those 
positions. Also, the Transportation division would be expected to supply 
technical assistance to the Central Processing Branch with respect to the 
performance of transportation aspects of the functions of the Branch. In 
addition, the Transportation i i vision sight wish from time to time to survey 
this phase of the work of the Central Processing Branch to insure proper 
adherence to i geney-wlde transportation standards. 

2. Hr. Garrison agreed that if he were empowered to do so he would delegate 
sufficient authority to the Central Processing Branch to permit the consolidated 
operation outlined by Colonel white. 

3. Although the meeting had been convened in connection with problems 
of overseas travel. Colonel White remarked that he could sue no reason why 
domestic travel should not also be handled by the Central Processing Branch. 

He directed that the necessary procedures be set up to Insure that in the 
future the Central Processing Branch be made responsible for this function. 


ccj m /k 
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KUiOfeAKDUM FOR THE fttCOhL 


TIKE I 10tU5 3 June 1953 

PLACE t Colonel White’s Office 

25X1 A9a 

PhaStST* Colonels white and Messrs. Me loon. Peel, 

25X1 A9a 

SUBJECT* Functions of the Central Processing Branch, Personnel Office, and 
the Passenger Movement Branch, Logistics Office 


1. A meeting was called to review prior discussions regarding the 
organisation and functions of the Central Processing Branch in relation to 
recommendations subsequently made by the Logistics Office os this subject. 
Colonel White began the meeting with a summary of the difficulties which 
confronted overseas travelers prior to the establishment of the Central 
Processing Branch. To overcome procedures which required personnel to go 
from office to office in preparation for travel, there was established 
about two years ago a central location where, insofar as possible, assistance 
could be furnished the traveler and all processing requiring contact with him 
could be accomplished or coordinated. In order to perform the various 
activities which comprised this all-round service each administrative office 
concerned detailed employees to the central activity. In time, this latter 
arrangement proved unsatisfactory, since no provision was made for unified, 
administrative direction of the various operations* Consequently , the 
Central Processing Branch was established with its own table or organisation 
to provide for personnel to cany on its mission under the administrative 
control of a Branch Chief. In general this arrangement constituted a great 
improvement, although it became apparent that more efficiency could be 
attained by eliminating certain operations duplicated by the Central 
Processing French and the Passenger Movement Branch. 

2, Colonel White stated that he remained convinced that the principles 
outlined at the meeting on 1$ April 1953 to govern the organisation, staffing, 
and functioning of the Central Processing Branch were the concepts to be 
applied. Be felt that considerable time and effort had been expended 
fruitlessly, since the agreements ranched at the 15 April 1953 meeting were 
of a final nature. Insofar as possible, the central objective to be sought 

in organising the Central Processing French is to provide a single point of 
contact to which personnel who are to travel, or have completed travel, may 
go to comply with the necessary administrative requirements which are 
incidental t o such travel and to receive such guidance and assistance as 
may be desired. Each of the administrative offices is technically 
responsible for the performance by the Central Processing Branch of those 
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operations which correspond to tbs general functional responsibilities of 
tbs particular office. Accordingly, the Chief of tbs Transportation I i vision 
has the sane staff and technical responsibility for the work of the Travel 
£ cotton. Central Processing Branch, that he dees for travel operations per- 
forated by other elements of CIA over which he likewise does not have day-to- 
day command authority. Thia staff responsibility is exercised through such 
methods ss (1) referring qualified candidates to the Chief, Central Processing 
Branch, to fill vacancies in tbs Travel Section, (2) giving technical guidance 
to the functioning of the Travel £ action's work through issuance of general 
policy and procedure regulations, development of foams and reporting require- 
ments, end (3; auditing performance. 

3* In concluding the discussion, Colonel White reaffirmed the instruc- 
tions stated at the 15 April meeting. Summarising these, he said that) 

a. Consistent with the concept of centralised operations located 

in the Central Processing Branch, the activities which fall in the category 
of transportation of personnel and their dependents should be performed 
by the Central Processing Branch, or at least tits Central Processing 
Branch should be responsible for seeing that these activities are 
performed. 

b. To eliminate as much as possible duplicate correspondence, 
additional ferns and reports, and unnecessary liaison between the 
Transportation M vision and the Central Processing Brunch, the Trans- 
portation llvision should delegate to the Central Processing Branch 
authority for performance of functions consistent with the objective 
to furnish maximum service to traveler a at one point. 

c. Based on the foregoing principles, the Central Processing 
Branch and the Transportation I i vision should develop an agreement 

as to organising, staffing, and operating the transportation function 
in the Central Processing Branch. This agreement should achieve* 

(1) A proper division of labor between the two organisations, 
based on the general principles defined at this end previous 
meetings. 

(2) Maximum efficiency of operations. 

(3) Biniwum duplication of work. 

( U) A staffing pattern which does not exceed the total 
which was in effect when the functions war® separately per- 
formed by toe Passenger Movement Branch and the Central 
Processing Branch. Preferably, some reduction should be 
realised through the consolidation. 


MMHMMS 25X1 A9a 

Special Assistant 
to the Ll/A 

PA/DbA)tCS*jeb 
cc* tx/k chrono 
TT /a subject 
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PttO PObfcB EtfSTRIBUflG* OF BLIXcS ASD flB&POieiBtllTIiiS 
FOR THIt. PBOCiSSIMi OF TRAVERS 


X * pU f F ° 8Q 4 °f tbi ® Proposal ia to set forth the steps neces- 

P^L^oS P i W,8n ^ <te fr i «/ 0n ® BUted 1X1 * Uach ™^ C to memorandum dated 
r ; ay 1953 from the AID/a to the Management Officer. 

2. POLICIES, The above mentioned memorandum stated the following policies} 

a. Certain functions now performed by the Passenger Movement Branch 

T !! n8i ! rr8d t0 Uie traT * i ection o£ the central Processing 
Branch in order to accomplish an efficient operation and to elimi- 

nate the basis for some current confusion. .Specifically, such 
activities as contacting carriers and picking up tickets should 
be carried on incidentally with the function of planning itineraries. 

t. In order to provide unified direction in the performance of the 
processes involved in assisting domestic and overseas travelers 
«5d tli sir dependents, the Central Processing Branch should b© 

Charred with the responsibility for all of these operations. 

c. The Central Processing Branch should be equipped with a table of 
organisation which reflects this over-all responsibility. 

The Chief of Logistics should be responsible for nominating and 
recommending qualified technical employees for the Travel Section 
«h^r? Ue8t f r°V*? Csi1ta * al Processing Branch, fuch employees 
S ^ 1 i h f] re * ^ stics offlce career designation and be under the 
jurisdiction of the Career * ervice Board established for the 
Logistics Office. 

« 

tGchnr^l P !f t Jr i0n fl iSi ° n WOUld 1)6 e *P®et©d to furnish normal 
^ staff »®»tstance, guidance, and advice with respect to 

r!^+™?^r ane V f J echnical transportation functions of the 
Central Processing Branch and to survey the performance of such 
functions and make appropriate recommendations. 

T?® ^ e L°f L f? iatics should ^legate authority to Central Process- 
functions^ ** ® Xp ° nses in connectiQ n with its transportation 


d. 


e. 


f. 


g. Boa.es tic travel should be handled by Central Processing French. 

3 * a^ indicated: ?he followinp Procedures will be performed by CPB and Pj*b 
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a. Travel 

(1) hnplagyees . CPI will interview the traveler, prepare hie itin- 
erary , make hie reservations, secure hie tickets, deliver the 
ticket* to him, and certify the carrier's will or furnish the 
Comptroller appropriate advice in lieu of certifying the bills. 

(2) Dependents la Headgear tars Area . These will be processed by 
CPB in the sane Banner as employees, {1) above. 

(3) Dependents Outside Headquarters Area . These will be processed 
cyCPB througis the interview with the employee and by corres- 
ponding with the dependents, generally, the sane forms end 
procedures presently in use in PMF will be used by CPB for 
this purpose. 

b. hf facts 

fl) naccowpanied Baggage . CPF will brief the traveler, assign 
an identity number for the shipment, and, except where the 
traveler pays cash for shipment of this baggage, complete 
shipping data form and send said tom to PPP. Upon receipt 
of shipping date fore, PBB will complete and send to CPB a 
Government B/L if necessary, which will then be turned over 
to the traveler. Pp? will make ell arrangements with carriers 
for transporting baggage, will follow up on shipments to se- 
cure expeditious movement, and will certify carriers' bills. 

1 Household . CPB will brief the traveler, assign an identity 
number for the shipment, where possible have the traveler in- 
dicate a preferred packer from a list of packers with whom the 
H) has mads contracts, select the packer based on a reasonable 
distribution of business awong the peckers listed, and prepare 
a shipping data form which will be immediately sent to FHB. 

PHB will make ell arrangements for packing, crating, and trans- 
portation (including arrangements with militaiy services if 
effects are to be transported by Arwy or liavy), will follow 
up on shipments to secure expeditious movement, and will cer- 
tify carriers' bills. 

(3) Automobiles . CPB will brief the traveler and assign an iden- 
tity number to the shipment. Where possible, CPB will arrange 
to have the traveler deliver hie car to the port. If there 
is sound reason for having tha Agency deliver the car to the 
port, PMB will arrange for such delivery. The shipping data 
form will be completed by CPB end sent to PMB. PFF will 
arrange for all processing of the car, will arrange for handling 
by the carriers, will follow up on shipments to secure expe- 
ditious movement, and will certify carriers' bills. 


- 2 - 
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c. Passports, iiiiu, and ago Cards . CPB will brief the traveler on 
1ST details' pertaining to these items, will assist tbs traveler 
in completing necessary forms* and will arrange for pica -up and 
delivery of these items. 

d. Cables . 

(1) Travelers . s.?A cables will be prepared by CPB ana delivered 
to the appropriate releasing division. 

(?) Effects . ETA cables will b# prepared by PRB and delivered to 
"the appropriate releasing division. 

a. Refunds . CPB will handle the return of unused tickets following 
the asms procedures and using tbs same forms as are presently 
being used by BMP. 

. TABLES OF (MGAMI2 AXIOM. As a result of a study conducted by Ohb Service 
(staff study dated 2-6-53) the following workload data was secured: 


Average monthly workload . hlh cases 

Average man-day a per month { i HE & CRB) 3 86 

rases per man-day 1.2 


Baaed on this material it was recoas&eneed that a T/o 
lished for the completa travel processing function (1 
of effects) . This k> ulc permit the accomplishment of 
over 600 cases per month. 


ofHB 

ncMBI; 


be 

ng 
peak 


es tab- 
shipment 
load of 
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5* IhPL&Kfc K? /> ?I0R » The following action* are rfcctii trad to carry out the 
directives contained ir. the klt/A • e nemo of 6 May 1953 1 

a. hatablishment of the detailed ?/o. 

b. Approval of the distribution of duties as provided fcy Section 3 
hereof. 

c. 1* legation of authority from the Chief of Logistics to the 
Personnel Office. 

d. Allocation of apace to permit the CPI* to accommodate additional 
personnel. 

#. Transfer of oertain personnel fro* PMP to ere. 

6. otTiXTtV*. Lath. In® to the present space situation, it is recommended 
that implementation of this proposal be made effective with the avail- 
ability of additional space for CPB. It is expected that tola will 
occur before 31 July 1953. however, if arrangements eoulc be made for 
additional space pending the general move expected to occur in July, 
this proposal could be implemented at an earlier date. 
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JUL 24 


mi, mm on of authoriti 


1. Pursuant to the basic delegation of authority from DC! to the 
Chiaf, Procurement and Supply Office, dated 1 December 1950, authority is 
delegated to the Chief, Central Processing Branch ani the Chief, Travsl 
Section, CPB, as follows i 

a* Procurement of transportation for Agency employees performing 
official traTel, including transfers from one official station to 
another and temporary duty travel, both domestic and foreign, and for 
dependents of Agency employees. 

b. Procurement of accommodations in excess of lowest first-clasi 
rate for the facility used when the lowest first-class accommodations 
are not available, procurement of compartments or other accommodations 
required for purposes of security, end the use of extra-fare trains 
and airplanes, where appropriate. 

2. The exercise of this authority shall be subject to the issuance of 
properly authenticated travel orders In accordance with Agency Regulations 
and to the staff and technical guidance of the Chief of Logistics. 

3. Transportation procured under this authority shall fee in accordance 
with ap'd i cable laws, rules, and regulations, including the Standardised 
Government Travel Regulations. 


C:r r F OF LOOTS TICS 
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HUSOKIfeL OFFICE 

6. MISS IQ* 

So change 

?. Fuscmas 

The Assistant director ( Personnel) shall) 
a. through e. So change 

f. Provide personnel service for the Agency to include: 

(I) through (10) ho change 

(II) Operation of a central processing service for personnel 
performing official travel. 
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